Attachment  6


STANDARD OPERATING PROCEDURES

BUSINESS MAIL ENTRY UNIT

INITIAL REVIEW

An initial review is conducted on all mailings presented for acceptance.  The review allows the Business Mail Entry clerk to quickly inspect a mailing for acceptance.  Follow these procedures when conducting the Initial Review:

1. Greet the mailer courteously

2. Review the postage statement 

A. Record the time in the upper right corner 

B. Review for the postage statement for completeness 

C. Ensure that required documentation has been submitted

3. Examine a mailpiece

A. For correct endorsements and markings

B. For content eligibility (except First-Class)

C. Perform Tap Test (if required)

4. Review Permit System 

A. Ensure fees and authorizations are current

B. Ensure funds are available 

C. For mailings under 10,000 pieces, determine if a MERLIN verification is due.  (The Permit System will prompt the verification.)

i) If a  MERLIN verification is scheduled, complete the MERLIN worksheet and proceed to the SAMPLE SELECTION 

ii) If MERLIN verification is NOT scheduled:

(1) Perform established weigh verification procedures on permit imprint mailings

(2) Obtain piece weight for precanceled/meter mailings, if applicable

(3) Enter postage statement in the Permit System and release mail to operations

D. For mailings over 10,000 pieces complete the MERLIN worksheet and proceed to the SAMPLE SELECTION.

SAMPLE SELECTION AND PREPARATION

SAMPLE SELECTION

Trays/sacks are selected for sampling from the “Random Selection List” produced each tour.  The computerized list changes each time it is produced.  The time and date must be printed on all copies produced to ensure that the most current list is being used.

Sample Size

Sample sizes are based on the volumes reported on postage statements.

1. Sample size for mailings 10,000 pieces and under is 500 pieces.  If the total volume is less than 500 pieces run the entire mailing.

2. Sample size for mailings greater than 10,000 pieces is 1,000 pieces.

Sample Frequency

1. Mailings greater than 10,000 pieces will be tested each time.

2. Mailings 10,000 pieces or less will be randomly scheduled by the Permit System. 

Pulling the Sample

1. Identifying sample trays

A. Establish a standardized order for counting the containers holding the trays.  Once an order has been established, it must be followed consistently.

B. Starting with the first container, count each tray beginning with the tray in the upper left corner and count downward.  At the end of the first row continue the count starting with the top tray in the next row.  The count will end with the last tray in the bottom right corner.
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C. Pull trays corresponding to the trays numbers identified on the MERLIN Worksheet.

Identifying sample sacks

1. Establish a standardized order for counting the mail containers holding the sacks.

2. Starting with the first container, count each sack.
 SAMPLE PREPARATION

Package-Based Mailings

1. Stage mail for verification in the order shown on the MERLIN Worksheet. 

2. Remove the bands from packages.

3. Place the separator label on the first piece of each package.  

Note:  Place the separator label to the left of the postage area.  Make every attempt to not obscure important information, such as customer information or special service labels.

4. Run the sample.

5. Print and review the MERLIN Summary Report.  If errors are detected, review the reports where errors have been indicated.  In addition, always review the Presort Verification Report.

6. Repackage the mail when sampling is complete.

Note:  Carrier route groups placed in 5-digit or 3-digit carrier routes trays must have a separator label placed on the first mailpiece in each carrier route group.

Tray-Based Mailings

1. Stage the mail for verification. 

2. Run the sample.

3. Print and review MERLIN Summary Report.  If errors are detected, review the reports where errors have been indicated.  In addition, always review the Presort Verification Report.  It is not necessary to print the reports if no errors are found.

Note:  Carrier route groups placed in 5-digit or 3-digit carrier routes trays must have a separator label placed on the first-mailpiece in each carrier route group.

Inital2.doc  10/31/01   2

